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7 . A C T € O  N R E Q U E S T E D  
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; a RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

1 

.Earliest & Latest 
Dates of Series 

... -___--- . _I 

FI 71 to resent date 
-of the office in which this record series is created? 

The Staff Services Division is responsible for personnel administration including recruitment 
and disengagement of personnel and maintenance of personnel records. The division is further 
responsible for accounting for funds, receiving and disbursing funds and budgeting for funds. 
The division is further responsible for the procurement of supplies and equipment, their 
issuance and maintenance. 
support to these operations including procedures writing, forms design, records management 
and reproduction services. 

The division is further responsible for planning and providing 

1. This ,file contains the following documents (include form numbers and titles, if any, 

Documents r g k a t i n g  t o  a l l  areas of i n t e r e s t  of t h e  d i r e c t o r .  

Included are correspondence I m e m o s  I r e p o r t s  I s t u d i e s  and d i r e c t i v e s  and a:. ,., .,; 
related mate'rial. 

F i l e  is  arranged a lphabet ica l ly  by sub jec t .  

epg'file arrpgement ) . 
.& . . .  
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13. Is t h i s  t h e  Record Copy pf t h e  s e r i e s ?  

1 4 .  Is t h e r e  a dupl ica t ion  of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 
4 < !  

15. Is the  information contained i n  t h i s  s e r i e s  ever summarized o r  published? 
Attach copy of summary o r  publication. 

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information requi r ing  secu r i ty  handling? 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency p o l i c i e s  and procedures? 

18. Could the  function be performed if t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  s e r i e s  ( o r  major por t ion  of it) regular ly  microfilmed? If yes ,  why? 

20. Does t h e  record s e r i e s  pjovide da t a  as input t o  an EDP f i l e ?  

21. Does t h e  record s e r i e s  contain documentation produced as EDP p r in tou t?  

22. Has t h e  Federal Government issued in s t ruc t ions  governing t h e  retention/dispo- 
s i t i o n  of t hese  f i l e s ?  

i 

Division only 

23. W i l l  t he re  be a need f o r  these  records 10, 15 years  from now? I f  yes ,  what? 
Administrator's f i l e s  have h i s t o r i c a l  value. 

2k. REQUIREMENTS. The following requires the f i l e s  t o  be kpptindefinite y e a r s :  

a .  [ ]STATE b .  [ ISTATWE OF c .  []AUDIT d .  [ ]FEDERAL e .  [ ]ADMINISTRATIVE f .  [dHISTORICAL 
LAW LIMITATION PERIOD L A W  DE C 1 S ION V A L E  

( C i t e  Lm, S t a t u t e ,  or o ther  reason for t,he w t s n t i o n  rrquirerncntl 

~ 

25. AGENCY RECO%%NDATIONS. This agency recornends t h a t  t he  f i l e  s e r i e s  be cut o f f  a t  the end 
of each -[]CALENDAR YEAR -[?FISCAL YEAR -[]OTHER ,then : 

[ 4 Hold i n  t he  current f i l es  a rea  
[ -I.:Transfer t o  [ 1 S t a t e  Eecords Center [ 3 Local Holding Area; hold 
[. ].Destroy. . ,  

~ month(s)/&ear(s): .. 
' .. :gear( s). : , ; :  na 

.- . .. . .  
: i q"Tx&?s$er t o  S t a t e .  Archives f o r  permanent r e t en t ion .  

l,.dsijr@y immediately after cut-off.:~ "1 Othel;: ,(,$pesi,fy) . 7 I . .  . I  -~ 
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-- v /  y.concur . ' '  nonconcur ( ) 

( I n d i c a t e  br ie f ly-  ra t iona le  f o r  recornendations above/or w r i t e  add i t iona l  remarks) : 


